FILING AN ADVERSARY PROCEEDING
(Open an AP Case)

Filing an adversary proceeding involves entering information
concerning the plaintiff(s) and defendant(s) as well as some basic
statistical information.

NOTE: When filing electronically, the opening of an adversary
proceedings is the ONLY time that the attorney for the filer
MUST be added to the case; and this is done during the
opening process.

* Click Adversary on the CMECF Main Menu Bar.

The Adversary Events screen will appear as shown below.

@oe 53] © et

* Click Open an AP Case.
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NOTE:

NOTE:
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The Open Case screen appears as shown below.

Open Adversary Case

Case type I vI
Date filed 3/10/2003

Complaint IE,

Nextl Clear |

The Adversary Proceeding Case Number will be assigned upon
completion of the transmission and will appear on the Notice of
Electronic Filing.

The Case Type field is ap (Adversary Proceeding). It cannot be
changed.

The Date Filed field will always display the current date. It
cannot be changed.

The Complaint field default is Yes indicating that the adversary
proceeding is based on an original complaint or a removal of a
state court action.

If the adversary is the result of a Transfer from another district or a
Reopened or Reinstated action, then the Complaint field should be
changed to No.

When all fields are correct, click Next.
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*
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The following screen appears prompting for you to enter
the lead bankruptcy case number.

This will link the adversary proceeding to the bankrupty case

EE F Bankruptcy +  Adversary

Open Adversary Case

Lead case nu.mberl

Association type |Adversary j

M Clear |

In the Lead Case Number box, type the bankruptcy
case number as shown below.

EE F Bankruptcy +  Adversary

Open Adversary Case

Lead case numher |03-1 0E30

Association type IAdversary j

M Clearl

Click Next.

The following screen appears.

Open Adversary Case

Case 15 assigned to New Orleans Drvision
based on the lead Bankruptey case 03-10630.

Clear

Click Next.
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The party search screen appears as shown below. There are separate search
screens for the plaintiff and defendant.

utilities

Open Adversary Case

Search for a plaintiff

SSN | Tax Id

Last/Business name
&) Done & & Tnternst
NOTE: Before you add any party to a case, you should always search

the database to see if that party already exists in the database.

In the “live” database, you may search by Social Security Number,
Tax ID, Last Name or Business Name.
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* Enter the Plaintiff’s last name or the first few letters of the last name; or, if a business,
enter the first word or significant words of the business name. The entire business name
resides in the Last/Business name field. The field size is 200 characters.

* Click Search.

* If there are matches, proceed to next page.

* If there are no matches, the screen states No person found.
Proceed to Page 5.7.

Search Hints:

v Enter one field of data for each search.

v Format Social Security Number or Tax ID Number with
hyphens.

Search is case sensitive. Type Smith - not SMITH or smith.
Include punctuation as in O’Brien.

Partial name can be entered.

Wild cards (*) are not required at the end of search strings.

T S

Wild cards may be used before or within search strings, such

as *son or Gr*y.

<

A question mark (?) represents a wild card for one character only.

<

An asterisk (*) is a wild card for any number (or none) characters.

v If your first search is unsuccessful, try alternate search clues.
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IF THERE ARE MATCHES,

the following screen will appear listing the matches.

& Pop-up blocked. To see this pop-up or additional options click here... >

—
Bankruptcy o Adversary o Query - Reports o utilities o Logout 2

Search for a plaintiff
SSN || Tax Id

Last/Business name

First Name

Middle Name

Search

Bal
Wwhitney School,

[ Select name from list ] [_Create newparty |

© & & Internet
* If one of the names is the correct party, highlight the appropriate
name.
* Press Select name from list.

The Party Information screen appears showing the previous
information attributed to that party.

{1 Pop-up blocked. To ses this pop-up or additonal options click here....

Plaintiff Information

Whitney National Bank  SSN:Untmown

Office Address 1
Address 2 Address 3
City State Zip
~ Country
Fax
Party text
Role in Bankruptcy Case ~

) £ all sttomerys, aliss rporate parents
e

[ Attamey... | [Alias... | [ Corporate parent ] [ Review. e e e e

@D (=] B Inkernet
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*

Verify the plaintiff’s name and information.

* Proceed to Page 5.8.

IF THERE ARE NO MATCHES,

the following screen appears indicating “No person found.”

Search for a party
SSN I Tax Id I
Last/Business name I
Search | Clear |

Party search results

No person found.

Create new party |

After you have tried alternative searches (SSN or Tax ID) and determined that the party
is not in the database, then you can add them.

*

Click Create new party.

The party information screen appears as shown below.

Plaintiff Information

Whitmey National Bank  SSN:Unknown

Party text

Role in Bankruptcy Case 5

(CAttomey... ] (Alias—. ] [__Corporate parsnt.. ] [ Review... ] & sl sttorneys, slisses snd comporste paterts
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* Enter the plaintiff’s name and information in the appropriate
field(s).

NOTE: In new CM/ECF Version 3.0, the Party Role field has been eliminated from
the case opening party information screens. Debtor, Joint Debtor,
Petitioning Creditor, Plaintiff and Defendant will appear appropriately on
case opening party screens.

& Pop-up bincked. To see this pop-up o additional options dick here. .. x

Utilities:

Plaintiff Information

Whitney National Bank  SSIN:Unknown

Office Address 1
Address 2 Address 3
City State Zip
County v Country
Phone Fax
E-mail
Party text
Role in Bankruptcy Case &
Add all sttotneys, aliases and cotporate parents
[ attomey. ][ Alias_ | [ Corporate parent ] [ Review etore clicking fae Subvett buttom
[0] & @ Internet

The Party Text field is used for further description of the plaintiff,
such as A Delaware Corporation. This information will appear on
the caption of the docket report immediately after the party’s
name.

The Role in Bankruptcy Case must be completed with one of the following:

Creditor, Debtor, Other/Not Applicable, Trustee, or U.S. Trustee/Bankruptcy
Administrator.
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NOTE: In Adversary Proceedings ONLY, you need to add yourself as
attorney of record.

* When you have completed the Plaintiff information, click the
Attorney button at the bottom left of the screen as shown below.

Party text |
#dd all attomeys and aliases before
Attorney I Alias | Review. | clicking the Submit button
Submit Cancel Clear

The Attorney Search screen appears as shown below.

X

Search for an attorney

BarId I
Last name ||

Search | Clearl

You must now retrieve your record from the database and add
yourself to the case.

* Enter your Bar ID Number or your Last Name.
* Click Search.
The next screen will display all the matches.
* Highlight your name.
* Click Select name from list.

The Attorney Information screen appears displaying the
information contained in the court’s database.

NOTE: The Attorney record can accommodate only one address for
each entry. If your firm has more than one address, select the
correct entry.

Open AP r10.06
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Any changes made to this information screen will take effect
for this case ONLY.

* Verify the information.

* Click the Review button and a screen similar to the one below will
appear verifying the information entered.

[Review attorneys and aliases
MNomar Finance, Inc

Uncheck fo remove from list

|Attorneys added:

1  Crotty, Attorney

" Crotty & Crotty
9999 Mount Eushmore Road
Mew Orleans, LA 70130

|Aliases added:

Mone added.

| Feturn to Pary screen I Clear |

* Click Add Attorney button.

* Once the attorney has been associated with the plaintiff and the plaintiff has been
submitted, the following screen will appear that will contain an “End plaintiff
selection” button. At this time either enter another plaintiff or click on the “End
plaintiff selection.”See screen below.

* Clicking on this button will bring up the “Search for a defendant” screen.

5 Pop-up blocked. To see this pop-up or additional options click here, x

Open Adversary Case

Search for a plamtff
TaxId
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NOTE: From this point, the name is added to the CMECF database
and remains even if you abort this transaction.

The Search for a Defendant screen appears as shown below.

Defendant Information

Abraham Lincoln  SSN:ooe3333
Office

Address 2
City |New Orleans
County | Orleans >
Phone

E-mail

Party text

Role in Bankruptcy Case | Debtor

1234 Independence Street

[ attorney . | [ Alias_ . |[  Corporate pareni

d all attorneys, aliases and corporate parents
efore clicking the Submit button

& 4 Internet

* Enter the Defendant’s last name or the first few letters of the last name; or,
if a business, enter the first word or significant words of the business
name. The entire business name resides in the Last/Business name field.
The field size is 200 characters.

* Press Search.

* If there ARE matches, proceed to next page.

* If there are NO matches, the screen states No person found.

Proceed to Page 5.13.

Open AP r10.06
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IF THERE ARE MATCHES,

the following screen will appear listing the matches.

Search for a party
SSN | Tax Id

Last/Business name
Search | Clear

Party search results
Lincoln, Ahe
Lincaoln, Abraham
Lincoln, Mary

| |

Select name from list | Create new party

* If one of the names is the correct party, highlight the appropriate
name.
* Click Select name from list.
The Party Information screen appears as shown below showing the
previous information attributed to that party.
[Party Information
[Penelope Pearson SSIN:123-12-1234
Office || Address 1 |2 Poydras Street
Address 2 |Pen|huuse Address 3 |
City [NewOreans Stae [5 Epforiz
County |Orleans - Country
Phone Fax
E-mail [
ProSe |no = Rulelb\ank(blank:) j
Party text |
Attorney. . | Aligs... I Review... |fﬁmﬁ:g§;ﬂ:‘gx§esmfﬂe
Subrmit Cancel Clear
* Verify the defendant’s information.

* Proceed to Page 5.14.
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IF THERE ARE NO MATCHES,

the following screen appears indicating “No person found.”

Search for a party
SSI | TaxId |

Last/Business name
Search | Clear

Party search results

No person found.

Create new party

After you have tried alternative searches (SSN or Tax ID) and
determined that the party is not in the database, then you can add
them.

* Click Create new party.

The Party Information screen appears as shown below.

Pusty Information

Lastname [asticoren  Festnams [
Middle name Ii Ceneration [_ Title ﬁ
s [ s Texd [
offee [ Addeessy [
Address2 [ Addeess3 [
cie [ State [ @p [
P A

E-mail |
Profe [0 =]
Party text |
. 4d all aliaees b
DA EREEAE] o o ottt
Subma | Cancel | |Claar

* Enter the defendant’s information in the appropriate field(s).

Open AP r10.06
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NOTE:

NOTE:

Party Code:

The attorney for the Defendant is NOT added at this time.
Defendant’s attorney will be added to the record when an
Answer is filed.

Click Submit.

The party search screen re-appears.

From this point, the name is added to the CMECF database.
Even if you abort this transaction, the name remains in the

database.

Since all parties have now been entered, click End Party
Selection.

The Adversary Statistical Information screen appears as shown
below.

Transferdate [

Rl 73 (cluss action) [n =]
Jury demand [Feee =]
Demand g000) |~

Unless an agency of the United States is a plaintiff or defendant in

the case, accept the default US is not a Party.

Party code |3 U.S. not a Pary j

| L |1 US s a Plaintiff
ature of suit |2 1.5, is a Defendant

Manmn

Nature of Suit:

NOTE:

Open AP r10.06

In CM/ECF Version 3.1, multiple natures of suit may be selected which along
with descriptions, will appear on the docket sheet. Enter the primary and
most important nature of suit first. For example, if the complaint is for both
an objection to discharge and an objection to the dischargeability of a debt,
enter the (41) objection to discharge as the primary nature of suit.



Dpen Adversary Case

Party code |3 US not a Paty hage - 727 (c).(d).(e)) -

ule 23 (claxs action) | n ¥ - -
Rule 23 {cl; g 63 [Disehianizoabubdy - SI300E). shuden loan

Jary demand | More 1:::? nature of swir

i
L]
¥
1
i

&l tone

You may enter up to five natures of suite. Also, two-digit number codes have
replaced the three-digit codes.

Origin:
The Origin code defaults to Original Proceeding, meaning that the
origin of this adversary is a complaint. See the screen below for
the other choices.

7l s —————
rdate 3 Removed From State
4 Reinstated/Reopened

action) |5 Transferred in Fram Other District

Rule 23:
The default for Rule 23 is No. Only change this default if the
adversary is a Class Action suit.

Jury Demand
The default for Jury Demand is None. Accept the default or make
the appropriate selection.

Jury demand |Mone =l

Buoth
Demand $000) |pgfandant

et | Clear |

Dollar Demand:
If there is a dollar demand, enter the amount in thousands to the
nearest thousand. For example, if the dollar demand is anywhere
from $4,550 to 5,499, you should enter 5 for $5,000, leaving off
the three zeros.
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* Verify the information entered on this screen.
* Click Next.

The Select PDF document screen appears as shown below.

EE F Bankruptcy  +  Adversary

Open Adversary/MP Case

Select the pdf document (for example: C:\199cw501-21.pdf)

Filename

] Browse...

Attachments to Document: & No € Yes

Next Clear

You need to locate, preview and associate the correct PDF file
with the docket entry.

* Click the Browse button.
The File Upload screen appears as shown below.

* Click the down arrow to the right of the Files of type field as
shown below.

T 2lx|
Loaok ir: I@ My Documents j gl 2
Corel User Files ‘
by Fictures I
File name: | Open I
Files of type:  [HTML Files 4 Cancel |
eermermrrrerred HTHL Fiigs = e
Text [*txt) I—
Erecutable [*.exe
FutureSplash F‘Ia_l,le!e [*.=pll
Mext | _C'ilﬂlo[cxiv::]ave Flash [*. swf] |
AIFF [*aif,*. aiff]
WY [Faway
MIDI [[".mid,"]. ] hd
* In the drop-down box, click on All Files(*.*).
* Locate the appropriate PDF file.
NOTE: Always preview a file before you associate it

Open AP r10.06
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with the docket entry.

* To preview the file, right click the file.

A drop-down menu as shown below will appear.

5
Look e | =2 P on Lasb\GpstData' L) =] =i ey
[PE4E21 526
|_100s [ 160s T [PFPHA11525157) PDF
1105 Caos 011005 matriv.
|_120: [Cs0s 92401 arder. POF
1305 Cas0s .
1405 Clintake ﬂ repart.f clect
|"150s (20 practice Dpen
Ent
4 | A ET—
N Metware Copy...
Fiename:  [32601pel FOF =
Files of type: [0 Files (=] L sendo »
Cut o
Lopy
Select the pdf document (for example: CA\159cw501-21  Create Shartcut
. Delele
Filename
Plerams
| I —
Attarhmante ta Narmmant: & Wa & Vae
* . . .
Left click Open on the drop-down menu to view the file.

The following screen will flash as Adobe Acrobat Reader opens.

Tt
2
El
¥
&
(5]
e
Y
L
i

mE A
Hsia] | 8 (453 | uma conot i | BT Comvingaded | B T |[ElAasbe hcvobo— || DBIE wsten

The selected file opens with Adobe Acrobat Reader.
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B Acrobast Noade - [complent DI |
’ar-:an---- ook =lalx)
NG oo B Ty v s DO S3®

COMPLAINT
£ J I T M 2 v R K '_;I
#si| | 8 A | Foa 1 une | FTLAER Tusis |[ElAciobal Header - teo. || E BIRDSHE snm

Check the file to confirm that it is the correct one.

Close Acrobat Reader by clicking the X on the (blue) Adobe title
bar.

This will bring you back to the File Upload window as shown
below.

Double click the PDF file or click the Open button
as indicated in the File Upload window below.

File Upload 2] %]
Look i [ 2 Pefon LaettGpsiData' L] =] k]
|_100s C160s T [FFP#311525157) FOF | |
“110e Cavos
|1 20s [C80s T 592601 pel FOF
2 a0s Clans
-1 40¢ Clintake
|_150: [} practice
4| i
File name: |924m order FDF Open I
Files of type: 4l Fies () =l Carcel
i

o T o

This will associate the file with the entry.

Click Next.

The Payment Method screen appears as shown below.
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Open Adversary Case

COURT USERS ONLY: If this is u 727 Objection to Discharge, Set 72T0EJ] Flag Next.

For Rocaipt #, Enter CC for Credit Card or O for Other Payment.

Tectipt # Fee §150

For Court Public Users Only: Flease Pay Fees Before Exiting the Clerk®s Office.

Het| [ Gewr |

Enter your method of payment, either leave field blank for (credit
card) or o (other).

The Amount defaults to the amount of the complaint filing fee,
$250.00. Do not change this amount.

The Modify Text screen appears.
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NOTE:

Open AP r10.06

If the entry is correct, click Next.

The Docket Text: Final Text screen appears as shown below.

Open Adversary Case

Docket Text: Final Text
Complaint Under Section 523 by Nomar Finance, Inc. against Penelope
Pearson. Receipt Number cc, Fee Amount $150. (Crotty, Attorney)

Attention!! Submitting this screen its this tr: tion. You will have no further
rtunity to modify this submission if you continue.

t| Clear |

Proofread this screen carefully! This is your last opportunity
to make changes or corrections to the docket entry.

If any part of this entry is incorrect, click the browser’s
“Back’ button to return to the screen you need to correct.
Then complete the process.

To abort or re-start the transaction at any time up until the
final docket text screen, click a hyperlink on the CMECF Main
Menu Bar.

If the entry is correct, click Next.
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NOTE:
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If you properly entered the Bankruptcy Case Number at the
prompt on the prior screen, any judgment entered in the
adversary proceeding will spread to the main bankruptcy case.
Also, under CM/ECF Version 3.0, the AP case number will
spread to the main bankruptcy case.

The Notice of Electronic Filing screen appears as shown below.

Open Adversary Case
U.8. Bankruptey Court
Eastern District of Louisiana
MNotice of Electronic Filing

The following transaction was received from Crotty, Attorney entered on 9/11/2003 at 8:02 AL
CDT and fled on 9/11/2003

Case Name: Momar Finance, Inc. v. Pearson

Case Number: 03-01148

Document Number: 1

Case Name: Penelope Pearson

Case Number: 03-10630

Document Number: 3

Docket Text:
Complaint Linder Section 523 by Nomar Finance, Inc. against Penelope Pearson. Receipt Number
cc, Fee Amount $150. (Crotty, Attorney)

The following document(s) are associated with this transaction:

Document description:Main Document

Original filename:L\practicelcomplaint PDF

Electronic document Stamp:

[STAMP blkecfStamp ID=988663450 [Date=5/11/2003] [FileMNumber=56136-0] [
726a06c324dalab70beM24605c3e2bebe 0958 7c315c 265506 1 2ae TEHETS 77090
04724114 1f1326 eBbalb5dTaceac 006270480039 926b0T195c 1£7]]

Document description:Main Document

Original filename: L \practice\c omplaint PDF

Electronic document Stamp:

[STAMP bkeciStamp_ID=988663450 [Date=5/11/2003] [FileMNumber=56137-1] [
8dbaAf1937c90c9205TccB1c 192766 7cdBeT0290 24037437986 B0bEE9c 14baddeedc
cBI8MLOET 1f6fd252cca059450e55e9detb59a5 2bhie M4 fac 0995 85]]

03-01148 Notice will be electronically mailed to:

03-01148 Notice will not he electronically mailed to:

The Notice of Electronic Filing is the verification that the filing
has been sent electronically to the court’s database. It certifies that
this is now an official court document.

Both the Adversary Proceeding Number and the Bankruptcy Case
Number appear on the Notice of Electronic Filing. This indicates
that the docket entry for the adversary proceeding has spread to the
bankruptcy case.

The Case Numbers on the Notice are hyperlinks to the docket
sheets.

The Document Numbers are hyperlinks to the pleading.
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NOTE: When the Notice of Electronic Filing is e-mailed to each
registered participant in the case, the following message will
display at the top of the notice:

***NOTE TO PUBLIC USERS***
You may view the filed documents once without charge. To
avoid later charges, download a copy of each document during
this first viewing.

Further access to the Notice of Electronic Filing is available
through the electronic docket report.

Docket Sheet

Case numher IZ-U 1-ap-1007

& Filed I
" Entered

Documents I to I

¥ Public docket
¥ Include terminated parties
¥ Include links to Notize of Electronic F]lmg|

tol

Sort by |Oldest date first =l

Run Report | Clear |

When this option is selected as shown in the screen above, a bullet
appears next to the document number of the event on the docket
report as shown in the screen on the next page.

Filing Date # Docket Text

10/12/2001 @1 | Complaint by Safewater Technologies, Inc. against Rogers-O'Brien
Construction Company, Inc.. Receipt Number ce, Fee Amount $150
(Richouz, B) (Entered: 10/12/2001)

10/12/2001 @2 | Receipt of Complaint Filing Fee. Receipt Mumber 12121 Fee Amount §
150 (related decument(s)1). (Richous, B) (Entered: 10/12/2001)

10/12/2001 @3 | Summens Issued on Rogers-O'Brien Construction Company, Tnc
Answer Due 11/12/2001. (Richoux, B) (Entered: 10/12/2001)

Clicking on a bullet will display a copy of the Notice of Electronic
Filing. Attorney users will be presented with a PACER login
screen first.

Open AP r10.06
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To print a copy of the Notice of Electronic Filing, click the Print
button on your browser’s toolbar.

Filers will have access to the Notice of Electronic Filing (their one
free view) at the time of their filing; but subsequent access must be
made through the PACER system at a charge of $.08 a page.

Open AP r10.06 Page 5.23



